[image: ]

Agenda/Minutes
Design Kick-Off Meeting
Contract ENGXX-XX
Contract Title
Date:		
Time:		
Location:	

Present:	

Absent:		

	[bookmark: _Hlk137030198]

Item
	

Discussion
	

Action

	Project Description
	
	

	Project Charter
	(Completed or not completed)
	

	Preliminary Design Estimate
	(Copy of Estimate to be provided at meeting)
	

	Pre-Engineering Requirements (Designer to provide update at meeting)
	a) Survey Requirements
b) Preliminary Drafting CCTV Camera Inspections
c) Rocks Surroundings
d) Hydro Excavation (to verify depth of utilities)
e) Geotechnical Investigation
f) Other
	

	Utility Conflicts
	
	

	Water/Wastewater Requirements
	a) Watermain Upgrading
b) Sanitary Sewer Upgrading
	

	Roads Requirements
	a) Reconstruction or Resurfacing (Note: If reconstruction is recommended, indicate reason, i.e.: due to significant amount of trenching)
b) Pavement Structure Requirements
c) Lane Widths
d) Urban or Rural
e) Active Transportation (sidewalk and/or bike lanes)
	

	Operational Requirements (Designer to provide update at meeting)
	a) VB, VC’s and MH Inspections (Designer to request through City Works)
b) Drainage Concerns (Designer to follow up with Ops)
c) Frozen Water Services and Flushing List (Designer to verify)
	

	Environmental Approvals
	
	

	Project Schedule
	a) Design Review Meetings
b) Tender Pick-Up
c) Anticipated Construction Start-Up
d) Completion Date
	

	Other Business
	(Designer to identify potential conflicts here, such as property, driveway widths, curb cuts, fences, trees and other features located on City Property that will not be reinstated)
	

	Preliminary Design Estimate
	(Copy of Estimate to be provided at meeting)
	

	Errors or Omissions
(To be Removed in the Agenda)
	Any errors or omissions shall be reported to the undersigned at insert.name@greatersudbury.ca no later than time AM / PM on date.
	






Name
Project Manager
Engineering Services
Initials
Attach.
cc:	All Present, All Absent	
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